
Using Smart Views in the Grade Center 

As you provide and view grades, you are obtaining information on how students are performing in your 
course. You can tailor your view of student progress by creating Smart Views. A Smart View is a focused 
look at the Grade Center. It shows only the columns that match a set of criteria, and the view is saved for 
continued use. When the Grade Center includes a great number of students and columns, you can use 
Smart Views to quickly find data. 

Several Smart Views are available by default, but you can also create your own. You can easily move 
between the Full Grade Center view and any of the available Smart Views. You can set a Smart View as 
the default view of the Grade Center and change it at any time. 

With Smart Views, you can view the progress of the following: 

 An existing group 

 Student performance for a particular item 

 Individual students 

 Category and status of items 

 Custom combination of attributes 

Example: Tracking Low Scores 

You create a Smart View to track students with low scores to quickly see which students need help. You 
can email these students directly from the Grade Center or decide to create remedial materials or 
alternative assessments for them. 

Example:  Assessment Comparison 

You create a Smart View to display only two columns in the Grade Center grid: a calculated Total column 
for tests and a calculated Total column for assignments. You can compare the two columns to gauge how 
students are performing on each type of assessment. 

Viewing Smart Views in the Control Panel 

In the Grade Center section of the Control Panel, favorite Smart Views appear in alphabetical order as 
an indented list under Full Grade Center. In a new course, the Assignments and Tests Smart Views 
appear in the list by default. When you click Assignments, the Grade Center page opens and only 
assignment columns appear in the grid. When you click Full Grade Center, all the columns appear in the 

grid. 



 

You can tag Smart Views as favorites so they appear in the list, allowing you to easily navigate from one 
view to another. At any time, you can remove a Smart View from the list on the Control Panel. To learn 
more, see How to Add Smart Views to the Favorite List on the Control Panel on page 3. 

How to Access the Smart Views List in the Grade Center 

Eight default Smart Views appear in a new course. Each Smart View allows you to access a set of 
columns in the Grade Center grid. For example, when you access the Tests Smart View, only test 
columns appear in the grid. When you enable grading for blogs, journals, and discussions, those grade 
columns appear when you access the appropriate Smart View. The default Smart Views include: 

 Assignments 

 Blogs 

 Discussion Boards 

 Final Grade View: Displays all columns, including the default Total and Weighted Total columns 

 Journals 

 Preview of My Grades: Displays all columns visible to students 

 Self and Peer Assessments 

 Tests 

Use the following steps to access the list of Smart Views. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 

2. Select Smart Views. 

3. On the Smart Views page, the list of Smart Views appears. In the Type column, all default Smart 
Views are designated as System. When you create your own Smart Views, Custom appears in 
the Type column. 

4. Click a Smart View title to open the Grade Center with the appropriate columns in the grid. 



 

You can edit and copy default system Smart Views, but you cannot delete them. Click a Smart View’s 

Action Link (  ) to access the contextual menu. To learn more, see How to Edit, Copy, or Delete Smart 
Views in the Grade Center on page 4. 

To sort the Title column, click the column heading or caret. If you have many Smart Views, click Edit 
Paging to change the number of items to view per page. Click Show All to display all items on one page. 

How to Add Smart Views to the Favorite List on the Control Panel 

You can add Smart Views to the favorites list on the Control Panel so you can access them easily. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 



2. Select Smart Views. 

3. On the Smart Views page, click the star icon (  ) in the Add as Favorite column. 

-OR- 

Select one or multiple check boxes, click Favorites on the Action Bar to access the drop-down list, 
and select Add to Favorites. 

4. In the Grade Center section of the Control Panel, favorite Smart Views appear in alphabetical 
order in the indented list under Full Grade Center. 

 

Deleting Favorite Smart Views 

If you do not want a Smart View to appear on the Control Panel, click the Smart View’s star to clear it. 

-OR- 

Select one or multiple check boxes, click Favorites on the Action Bar to access the drop-down list, and 
select Remove from Favorites. 

How to Edit, Copy, or Delete Smart Views in the Grade Center 

You can edit and copy default system Smart Views, but you cannot delete them. For example, you can 
edit the Tests Smart View and change the Filter Results so only test columns with a Completed status 

appear in the Grade Center grid. If you create a Smart View, you can delete it. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 



2. Select Smart Views. 

3. On the Smart Views page, click a Smart View's Action Link (  ) to access the contextual menu. 

4. Select Edit to make changes to a Smart View, such as renaming or selecting different criteria.  

-OR- 

Select Delete to remove a Smart View you created. Removing a Smart View does not delete any 

data from the Grade Center. 

-OR- 

Select Copy to create a copy of an existing Smart View. “Copy of” appears in the title of the 
copied Smart View on the Smart Views page. Select Edit to make changes to the copy, such as 

renaming or selecting different criteria. You can delete copies you create. 

Note:  If you copy a Smart View that is selected as a favorite, your copy is added automatically to 
the favorite list and appears in the Control Panel. Click the star in the Add as Favorite column to 

remove it from the favorite list. 

 

About the Types of Smart Views in the Grade Center 

You can create five types of Smart Views in the Grade Center. 

 Course Group: Subsections of students. You must create course groups before you can use 
them as selection criteria. To learn more, see How to Create Course Group Smart Views in the 
Grade Center on page 6. 

 Performance: Student performance on a single item, such as a test. To learn more, see How to 
Create Performance Smart Views in the Grade Center on page 9. 



 User: Individual students. To learn more, see How to Create User Smart Views in the Grade 
Center on page 13. 

 Category and Status: Based on a category, user or users, and grade status. For example, you 
can select the Blog category, one or more users or groups, and a status, such as Completed. To 
learn more, see How to Create Category and Status Smart Views in the Grade Center on page 
16. 

 Custom: A query for selecting students using a combination of attributes. To learn more, see How 
to Create Custom Smart Views Using the Formula Editor in the Grade Center on page 20.  

 

How to Create Course Group Smart Views in the Grade Center 

You can create Smart Views that are based on groups you create in your course. You can use the course 
groups in two ways to create Smart Views. 

  Students use the groups to collaborate with other students and complete group assignments. You 
create Smart Views to track their progress.  

 You create a group to track a set of students who are not performing well on assignments and 
tests. You make the group unavailable to students and use it only to view data in the Grade 
Center. 

Use the following steps to create a Course Group Smart View. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 

2. Select Smart Views. 

3. On the Smart Views page, click Create Smart View on the Action Bar.  



 

4. On the Create Smart Views page, type a Name for the Smart View and provide an optional 
Description. The description can assist with identifying the Smart View. 

5. Optionally, select the Add as Favorite check box to make the Smart View a favorite. In the Grade 
Center section of the Control Panel, favorite Smart Views appear in alphabetical order in the 
indented list under Full Grade Center. 

6. For Type of View, select Course Group. 

7. In the Condition drop-down list, select Equal to or Not Equal to. 

8. In the Value box, select the group or groups. If no groups exist, the selection box is empty. 

Note:  For Windows, to select multiple groups (or items) in a list, press the SHIFT key and click 
the first and last groups. To select groups out of sequence, press the CTRL key and click each 
group needed. For Macs, press the COMMAND key instead of the CTRL key. 

9. In the Filter Results drop-down list, select which columns, categories, or Grading Periods you 
want to appear in the Grade Center grid when you access the Smart View. For example, when 
tracking a specific group, you can narrow your view of columns appearing in the Grade Center by 
filtering the results by a category, such as Tests, or view only specific group assignment columns. 

 

Options Description 

All Columns All Grade Center columns that are not hidden on the Column Organization page 

appear when accessing the Smart View, including columns that you have hidden from 
users. 

None (Show user 
information only) 

No grade columns are selected. Only user columns, such as Last Name, appear when 
accessing the Smart View. If you chose to hide some user columns from view, they do 
not appear when accessing the Smart View. 

All columns 
shown to users 

All columns set to appear to users and those that you have not hidden on the Column 
Organization page appear in the Grade Center grid when accessing the Smart View. 

All columns 
hidden from users 

All columns appear that are hidden from users. Each column has the Column Not 

Visible to Users (  ) icon in the column heading when accessing the Smart View. 
Columns that you hid on the Column Organization page do not appear. 

Selected Columns Select columns from the list of columns that appears. 



Options Description 

Only 

Selected 
Categories Only 

Select the categories from the list of categories that appears. 

Selected Grading 
Periods Only 

Select Grading Periods from the list of Grading Periods that appears. 

10. If the Include Hidden Information check box appears, you can select it to display hidden 
columns pertaining to the filter. When viewing the Smart View, the columns you hid on the 
Column Organization page appear in the grid also. 

11. Click Submit.  

 

Result 

The Course Group Smart View appears on the Smart Views page. Click the title to display it in the Grade 

Center grid. 

Note:  When you create a Smart View, Custom appears in the Type column. 



 

How to Create Performance Smart Views in the Grade Center 

You can create Smart Views that are based on student performance for a single item, such as a test. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 

2. Select Smart Views. 

3. On the Smart Views page, click Create Smart View on the Action Bar.  



 

4. On the Create Smart Views page, type a Name for the Smart View and provide an optional 
Description. The description can assist with identifying the Smart View. 

5. Optionally, select the Add as Favorite check box to make the Smart View a favorite. In the Grade 
Center section of the Control Panel, favorite Smart Views appear in alphabetical order in the 
indented list under Full Grade Center. 

6. For Type of View, select Performance. 

7. In the User Criteria drop-down list, select a Grade Center column. 

8. In the Condition drop-down list, select one of the following options:  

 Equal to 

 Greater than 

 Greater than or Equal to 

 Less than 

 Less than or Equal to 

 Between 

 Status Equals 

9. In the Value box, type a score or scores, or select a status, such as Needs Grading or 
Completed. 

10. In the Filter Results drop-down list, select which columns, categories, or Grading Periods you 
want to appear in the Grade Center grid when you access the Smart View. For example, if you 
select the third test column in the User Criteria section, you can filter the results against the first 
two test columns. Then, you can determine if the third test was significantly more difficult as 
reported by students. 

 

Options Description 

All Columns All Grade Center columns that are not hidden on the Column Organization page 

appear when accessing the Smart View, including columns that you have hidden from 
users. 



Options Description 

None (Show user 
information only) 

No grade columns are selected. Only user columns, such as Last Name, appear when 
accessing the Smart View. If you chose to hide some user columns from view, they do 
not appear when accessing the Smart View. 

All columns 
shown to users 

All columns set to appear to users and those that you have not hidden on the Column 
Organization page appear in the Grade Center grid when accessing the Smart View. 

All columns 
hidden from users 

All columns appear that are hidden from users. Each column has the Column Not 

Visible to Users (  ) icon in the column heading when accessing the Smart View. 
Columns that you hid on the Column Organization page do not appear. 

Selected Columns 
Only 

Select columns from the list of columns that appears. 

Selected 
Categories Only 

Select the categories from the list of categories that appears. 

Selected Grading 
Periods Only 

Select Grading Periods from the list of Grading Periods that appears. 

Note:  For Windows, to select multiple items in a list, press the SHIFT key and click the first and 
last items. To select items out of sequence, press the CTRL key and click each item needed. For 
Macs, press the COMMAND key instead of the CTRL key. 

11. If the Include Hidden Information check box appears, you can select it to display hidden 
columns pertaining to the filter. When viewing the Smart View, the columns you hid on the 
Column Organization page appear in the grid also. 

12. Click Submit.  



 

Result 

The Performance Smart View appears on the Smart Views page. Click the title to display it in the Grade 
Center grid. 

Note:  When you create a Smart View, Custom appears in the Type column. 

 



How to Create User Smart Views in the Grade Center 

You can create Smart Views to display all or selected grade columns for specific users. 

Example: Track Student Progress 

 If several students are taking your course without completing a prerequisite course, you can create a 
Smart View to track their work as the term progresses. You can use this data to determine if you will allow 
students to enroll in your course without the required foundation course in the future. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 

2. Select Smart Views. 

3. On the Smart Views page, click Create Smart View on the Action Bar.  

 

4. On the Create Smart Views page, type a Name for the Smart View and provide an optional 
Description. The description can assist with identifying the Smart View. 

5. Optionally, select the Add as Favorite check box to make the Smart View a favorite. In the Grade 
Center section of the Control Panel, favorite Smart Views appear in alphabetical order in the 
indented list under Full Grade Center. 

6. For Type of View, select User. 

7. In the Users drop-down list, select: 

 All Users to include results for all students. 

 Selected Users to select individual students. 

Note:  For Windows, to select multiple users (or items) in a list, press the SHIFT key and 
click the first and last users. To select users out of sequence, press the CTRL key and click 
each user needed. For Macs, press the COMMAND key instead of the CTRL key. 

8. In the Filter Results drop-down list, select which columns, categories, or Grading Periods you 
want to appear in the Grade Center grid when you access the Smart View. For example, you can 
select All Users and narrow your view of columns appearing in the Grade Center by filtering the 



results by a category, such as Tests. Or, you can select a single or multiple test columns to 
display in the grid to compare student progress. 

 

Options Description 

All Columns All Grade Center columns that are not hidden on the Column Organization page 

appear when accessing the Smart View, including columns that you have hidden from 
users. 

None (Show user 
information only) 

No grade columns are selected. Only user columns, such as Last Name, appear when 
accessing the Smart View. If you chose to hide some user columns from view, they do 
not appear when accessing the Smart View. 

All columns 
shown to users 

All columns set to appear to users and those that you have not hidden on the Column 
Organization page appear in the Grade Center grid when accessing the Smart View. 

All columns 
hidden from users 

All columns appear that are hidden from users. Each column has the Column Not 

Visible to Users (  ) icon in the column heading when accessing the Smart View. 
Columns that you hid on the Column Organization page do not appear. 

Selected Columns 
Only 

Select columns from the list of columns that appears. 

Selected 
Categories Only 

Select the categories from the list of categories that appears. 

Selected Grading 
Periods Only 

Select Grading Periods from the list of Grading Periods that appears. 

9. If the Include Hidden Information check box appears, you can select it to display hidden 
columns pertaining to the filter. When viewing the Smart View, the columns you hid on the 
Column Organization page appear in the grid also. 

10. Click Submit.  



 

Result 

The User Smart View appears on the Smart Views page. Click the title to display it in the Grade Center 

grid. 

Note:  When you create a Smart View, Custom appears in the Type column. 



 

How to Create Category and Status Smart Views in the Grade Center 

You can create Smart Views that display columns based on a specific category, selected users or groups, 
and a grading status. 

Example: Assignments Not Attempted 

Use a Smart View to display only the assignment columns in the Grade Center grid with a Not Attempted 

grading status. You can contact those students to remind them of deadlines or offer help. 

Example: All Unit Tests 

For a specific group in your course, create a Smart View to display all the unit test columns in the Grade 
Center grid with a Completed grading status. Then, you can determine if a study session is needed 

before the final test. 

Use the following steps to create a Category and Status Smart View. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 

2. Select Smart Views. 

3. On the Smart Views page, click Create Smart View on the Action Bar.  



 

4. On the Create Smart Views page, type a Name for the Smart View and provide an optional 
Description. The description can assist with identifying the Smart View. 

5. Optionally, select the Add as Favorite check box to make the Smart View a favorite. In the Grade 
Center section of the Control Panel, favorite Smart Views appear in alphabetical order in the 
indented list under Full Grade Center. 

6. For Type of View, select Category and Status. 

7. In the Categories drop-down list, select a category, such as Assignment or Test. Categories you 
have created appear in this list also. 

8. In the Users drop-down list, select: 

 All Users to include results for all students. Select the Include Hidden User Information 
check box to display the user rows you hid from view in the Full Grade Center. 

 Selected Users to select individual students. 

 Selected Groups to select individual groups. If no groups exist, the selection box is empty. 

Note:  For Windows, to select multiple users (or items) in a list, press the SHIFT key and 
click the first and last users. To select users out of sequence, press the CTRL key and click 
each user needed. For Macs, press the COMMAND key instead of the CTRL key. 

9. In the Filter Results drop-down list, select a grading status from the following list: 

 All Statuses 

 Completed 

 Edited Manually 

 Exempt 

 In progress 

 Needs Grading 

 Not Attempted 

10. Click Submit.  



 

Result 

The Category and Status Smart View appears on the Smart Views page. Click the title to display it in the 

Grade Center grid. 

Note:  When you create a Smart View, Custom appears in the Type column. 



 

About Custom Smart Views in the Grade Center 

Custom Smart Views allow you to use a variety of criteria in one formula. These Smart Views are based 
on complex search queries provided in the Formula Editor. Detailed Smart Views can help you build a 
comprehensive organization of Grade Center data. 

About the Formula Editor 

When creating a Custom Smart View, you can use multiple user criteria. By default, as each criterion is 
added, it is assigned a number and appears in the Formula Editor box. The numbers are connected by 
AND. Each criterion that is added can have a condition such as Equal to, Greater than, and Less than. 
Each condition requires a value to compare with the condition. For example, you can view scores that are 
Less than (condition) 60 (value) on a test. 

After you have added the criteria, the formula for the query is represented by a statement: 1 AND 2 AND 
3. Use the Manually Edit function below the Formula Editor box to edit the formula to change the 

operators (AND and OR) and to insert parentheticals to change the way the formula is completed. 

 

Example:   

You are teaching a course in which the midterm and final tests account for the majority of the semester 
grade. Of the 40 students enrolled in your course, 30 have declared a major in your subject. You are 
interested in how the other 10 students perform on your tests. 



You enroll these 10 students in 2 course groups that are unavailable to students and only used for Grade 
Center calculations: 

 Non-majors 

 High school students receiving college credit 

The following table lists the criteria used in this Smart View. 

 

Formula 
Value Description 

1 Midterm test grade is less than 60 (failure cut off). 

2 Final test grade is less than 60 (failure cut off). 

3 Non-major group: Students who have a declared major that is not the subject your course is related to 
or who have not declared any major. 

4 High school students group: Students who are enrolled in high school, but taking your college course. 
They receive high school and college credit for your course. 

You want your Smart View to display which students scored below 60 on either exam and whether they 
are in one of the groups. This data provides information about whether there is a difference in the failure 
rates of the two groups. When creating a Custom Smart View, you manually create the formula in the 
Formula Editor box to gather this information. 

For this Smart View, you use the following formula: 

((1 OR 2) AND (3 OR 4)) 

Using the OR operator between 1 and 2 displays students who did poorly on either test. If you use the 
AND operator, your results show students who did poorly on both tests and, therefore, omit students who 
score less than 60 on only one test. 

When viewing the Smart View in the Grade Center grid, only students who meet the criteria set by your 
formula appear: students who scored less than 60 on the midterm test (1) or the final test (2) AND are 
non-majors (3) or high school students (4). In this scenario, two test columns and up to ten rows (the 
number of students in the two groups) appear. If two students fail either of the tests, two user rows 
appear in the grid. 

How to Create Custom Smart Views Using the Formula Editor in the 
Grade Center 

You can create Smart Views that allow you to use a variety of criteria in one formula. 

1. In the Grade Center, point to Manage on the Action Bar to access the drop-down list. 

2. Select Smart Views. 

3. On the Smart Views page, click Create Smart View on the Action Bar.  



 

4. On the Create Smart Views page, type a Name for the Smart View and provide an optional 
Description. The description can assist with identifying the Smart View. 

5. Optionally, select the Add as Favorite check box to make the Smart View a favorite. In the Grade 
Center section of the Control Panel, favorite Smart Views appear in alphabetical order in the 
indented list under Full Grade Center.  

 

6. For Type of View, select Custom. 

7. In the Select Criteria section, make selections and provide values: 

 In the User Criteria drop-down list, make a selection, such as a group, a grade column, or 
last access. 

 In the Condition drop-down list, make a selection, such as Equal to or Less than, or 
select Status Equals. 

 In the Value box, type a score or scores, or select a grading status for the condition. 



Note:  As data is selected, a query formula is built in the Formula Editor box. The first set 
of criteria is labeled "1." 

8. To add a second set of criteria, click Add User Criteria and make additional selections. The 
second set of criteria is labeled "2." Continue to add more criteria as needed. 

9. Click Manually Edit to change the operators (AND and OR) and insert parentheses to edit the 
formula. 

10. In the Filter Results drop-down list, select which columns, categories, or Grading Periods you 
want to appear in the Grade Center grid when you access the Smart View. For example, you can 
choose to view only the columns that are used in the formula. 

 

Options Description 

Columns Used in 
Criteria 

Only the columns selected in the Select Criteria section appear when viewing the 

Smart View. 

All Columns All Grade Center columns that are not hidden on the Column Organization page 

appear when accessing the Smart View, including columns that you have hidden from 
users. 

None (Show user 
information only) 

No grade columns are selected. Only user columns, such as Last Name, appear when 
accessing the Smart View. If you chose to hide some user columns from view, they do 
not appear when accessing the Smart View. 

All columns 
shown to users 

All columns set to appear to users and those that you have not hidden on the Column 
Organization page appear in the Grade Center grid when accessing the Smart View. 

All columns 
hidden from users 

All columns appear that are hidden from users. Each column has the Column Not 

Visible to Users (  ) icon in the column heading when accessing the Smart View. 
Columns that you hid on the Column Organization page do not appear. 

Selected Columns 
Only 

Select columns from the list of columns that appears. 

Selected 
Categories Only 

Select the categories from the list of categories that appears. 

Selected Grading 
Periods Only 

Select Grading Periods from the list of Grading Periods that appears. 

Note:  For Windows, to select multiple items in a list, press the SHIFT key and click the first and 
last items. To select items out of sequence, press the CTRL key and click each item needed. For 
Macs, press the COMMAND key instead of the CTRL key. 

11. If the Include Hidden Information check box appears, you can select it to display hidden 
columns pertaining to the filter. When viewing the Smart View, the columns you hid on the 
Column Organization page appear in the grid also. 

12. Click Submit.  



 

Result 

The Custom Smart View appears on the Smart Views page. Click the title to display it in the Grade 

Center grid. 

Note:  When you create a Smart View, Custom appears in the Type column. 



 

How to Filter the Grade Center Using a Smart View 

You can use the Filter function and a selected Smart View to narrow your view of the Grade Center grid. 

1. In the Grade Center, click Filter on the Action Bar. 

2. In the expanded Filter field, point to Current View to access the drop-down list. 

3. Select a Smart View. 

Note:  Once you create a filtered view, you can lock it and use it as the default view. Click Set 

Current View as Default (  ) next to the Current View drop-down list to lock the view. You can 
change this at any time. Click the X to close the Filter field. 

4. The Smart View’s columns appear in the grid.  

 



Related Tutorials   Creating Smart Views  (Flash movie | 3m 27s | 2,323 KB) 

Sharing and Reusing Grade Center Data 

Sharing Grade Center Data 

Instructors can not only record assessment data through the Grade Center, but they may share this data 
and other information with Teaching Assistants (TAs), Graders, Students, Observers, and other 
stakeholders. The role of these users will determine what access they have to the Grade Center and 
Grade Center data. 

To share Grade Center data with other users, the other users must first be added to the Blackboard 
Learn. In addition to being added to the system, some users will be required to be added to the course, 
and some course settings will need to be adjusted. The sections below provide basic information about 
how to share Grade Center data with other users.  

Sharing the Grade Center with Teaching Assistants and Graders 

Once added to a Course, Teaching Assistants (TAs) and Graders have the same access to features and 
tools in the Grade Center as Instructors. TAs and Graders can view the Grade Center data in many ways 
by sorting and filtering. To learn more about editing the way data is viewed, see About the Grade Center 
Action Bar on page Error! Bookmark not defined..  

TAs and Graders can create unlimited Smart Views of their data that are saved and reused. To learn 
more, see Using Smart Views in the Grade Center on page 1. 

WARNING!  If multiple users are working in the Grade Center at the same time there is a risk that one 
user's changes will be over written by another. To help avoid this situation, each user working in the 
Grade Center can create and save Smart Views of their students. 

Sharing the Grade Center with Students 

Instructors control what Grade Center data is released to Students and when it is released. Any Grade 
Center column can be shown or not shown to Students. Columns that are available are displayed in the 
View Grades tool, the My Grades course tool, and can be displayed individually in the Report Card 
module. Columns that are not available will not display in any of these places. 

Grade Center statistics can also be made available to users or unavailable to users. If statistics are 
available with a column, they will be displayed when the column is displayed. 

There are multiple ways to make Grade Center columns available or unavailable to users depending on 
the task or workflow the Instructor is engaged in. Follow any of these sets of these steps below to control 
the availability of Grade Center columns. 

When adding a new Grade Center column: 

1. To Include this Column in Grade Center Calculations, select Yes. 

2. To Show this Column to Students, select Yes to allow students to view the column on their My 
Grades pages, or No to make the column unavailable.  

3. To Show Statistics (average and median) for this column to Students in My Grades, select 
Yes or No to hide statistics from Students. 

4. Click Submit to save selections. 

http://ondemand.blackboard.com/r91/movies/bb91_grade_center_create_smart_views.htm


When viewing the Grade Center page: 

1. Click the Action Link in the appropriate column header to access the contextual menu. 

2. Select Edit Column Information. 

3. Change the availability Options for the Column. 

4. Click Submit to save changes. 

Sharing the Grade Center with Observers 

In order to share Grade Center data with Observers, Observers must first have user accounts created on 
the system with a system role of Observer. Next Observers must be associated with Students enrolled in 
the course, and finally be granted access to the course.  

Once granted access to the course, Observers can view available Grade Center data from their 
associated Students. Grades are viewed by accessing the Observer Dashboard or using Observer Tools 
within the course. 

WARNING!   To protect student privacy and comply with international, national and regional laws and 
regulations, such as the Family Educational Rights and Privacy Act (FERPA) in the United States, review 
institutional policy and guidelines before releasing student information to Observers or other users. 

Archiving and Copying Courses 

It is important for the continued development of quality teaching and learning to preserve Course material 
generated over the length of a Course to review, reuse, and improve upon. Grade Center settings and 
data is saved within a Course in various ways depending on the method of saving the Course.  

Preserving Grade Center Settings and Data 

Course material is copied with or without users. Copied material is added into a new Course or into an 
existing Course. To copy the corresponding Grade Center columns for Assignments, Discussion Board, 
Tests, and Surveys, they must be selected along with Grade Center Items and Settings. 

The following table describes the different ways that Course information and data is saved and reused 
with respect to Grade Center settings and data. 

 

Function How Grade Center Data and Settings are Handled  

Archive  Archive creates a complete copy of a Course in a zipped file format. All cumulative grade columns, Student grades 
and associated settings in the archived source Course are included in the Course package.  

Restore  Restore uses an archived Course to create a new Course. All Calculated Grade columns, Student grades and 
associated settings in the selected archived Course are restored to the destination Course as part of a Restore 
operation. The default Final Total Points and Final Weighted Grade columns in the new Course are overridden 
with the cumulative grade columns in the archived Course package.  

Copy Course 
Materials into a 
New Course  

Select material from an existing Course to be copied into a new Course. Grade Center settings from the original 
Course are copied into the new Course. All Calculated Grade columns and associated settings in the source 
Course are copied to the destination Course when the Grade Center is selected as part of the copy. The default 
Final Total Points and Final Weighted Grade Columns in the new Course are overridden with the cumulative grade 
columns in the source Course.  

Copy Course 
Materials into a 
New Course  

Select material from an existing Course to be copied into a new Course. Grade Center settings from the original 
Course are copied into the new Course. All Calculated Grade columns and associated settings in the source 
Course are copied to the destination Course when the Grade Center is selected as part of the copy. The default 



Function How Grade Center Data and Settings are Handled  

Final Total Points and Final Weighted Grade Columns in the new Course are overridden with the cumulative grade 
columns in the source Course.  

Copy Course 
Materials into an 
Existing Course  

Select material from an existing Course to copy into another existing Course. Grade Center columns from the 
copied Course are added to any existing Columns in the destination Course. All Calculated Grade columns and 
associated settings in the source Course are copied into the destination Course when the Grade Center is 
selected as part of the copy. The source and destination Courses are merged and nothing in the destination is 
overridden. The destination Course contains all Calculated Grade columns from both Courses. This may result in 
duplication of the Final Total Points and Final Weighted Grade columns.  

Copy Course with 
Users (Exact 
Copy)  

Makes an exact duplicate of an existing Course including all users and their data. All Calculated Grade columns, 
Student grades, and associated settings in the source Course are copied to the destination Course. The default 
Final Total Points and Final Weighted Grade Columns in the new Course are overridden with the Calculated 
Grade columns in the source Course.  

Export  Select all or parts of an existing Course to add to a zipped file. Does not include Student data. All Calculated 
Grade columns and associated settings in the source Course are included in the Course package when the Grade 
Center is selected as part of an export.  

Import Package  Import Package is used to upload selected Course materials from an exported zipped file into a Course. Either the 
entire zipped file is uploaded or selected parts of the zipped file are uploaded. All Calculated Grade columns and 
associated settings in the exported Course package are imported to the destination Course when the Grade 
Center is selected as part of an import operation. The Course package and destination Courses are merged and 
nothing in the destination is overridden. The destination Course contains all Calculated Grade columns from both 
Courses. This may result in duplication of the Final Total Points and Final Weighted Grade columns which is 
allowed.  

How to Archive Courses 

An archived Course is an exact copy of all of the content and data in the Course, captured at the moment 
the archive is created. Archived Courses are saved as zip files. Archived Courses are downloaded and 
saved on a local computer or saved in the Content Collection. Archived Courses are reactivated using the 
Restore function on the Courses page, accessed from the System Administrator panel. For assistance, 

contact the Blackboard administrator at your school. 

1. From the Control Panel of the Course, click Export/Archive Course. 

2. Click Archive to create a new zip file. 

3. Check the box Include Grade Center History to add this file to the archive. If the Grade Center 
History is extensive, the file size of the archive increases as well as the processing time. 

4. Choose one of the following options to include copies of Content Collection items linked to in the 
Course:  

 Copy links to Course Files: Select this option to copy the only the links. 

 Copy links and copies of the content: Select this option to copy the links and the 
content. 

5. Click the check box to Include all Course Files (linked and nonlinked content). 

6. Click Submit. 

 


